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SURJECT:  PREPARATION OF FITNESS REPCRTS FOR ORGANIZATION EMPLOTEES

GENERAL

It is Organization iey that an evaluation be prepared for each staff employee

and staff agent at tm.mhmm‘a%m.%em

the sffectiveness <f their work performencs. Regulation tlines the ooy 1
requirenents and procedures for the preparation of the initial, sancal, reassign-
ment, and spscial reports. The Fitmese Repert, Fors Ko. 45, is used to recoxd
svaluaticns, Howsver, an evaluation in memorandum form may be substituted for

Fora Mo, 45 foreemployees in grades GS-1L and above.

INITIAL REPORY

A fitoess report will be prepared for each employes as of nine months after his
entrance on cuty with the Organisation. This report is of partisular imporiance
in providing a recoyd of the supervisortis evaluation of the employes before the
completion of his twelve-mgnth %rial period. A4n initial report may be deferred
for a psriod mot to exeeed 30 days beyond the due date to provide the supervisor
with additiona) time to evaluate an employee who has been under his jurisdistion
for less than 90 days.

ANNUAY, REPORT
A fitoers report will be prepared ammmlly for each ssplayes, axeept when a
titness repart has desp made for some other purpose within 90 days of the annual
repert due date, AR annual report may be deferred until the employes has bdesn
wnder the jurisdiction of thes supervisor for %90 days.

SCFEVIE POR THE SURNISSINN OF ANNUAL REPORTS

GBADES 0 BE COMPLETED BY
18« 1 through G8~ & 30 JURE
(3~ 7 through (8-10 30 BRPTEXBER
G3-11 through (8-12 31 DECEMBER
(3-13 and abeve 31 HARCH
INSTRUCTIONS
FOR THE ATMIBISTRATIVE OFFICER: The fitoess report will be prepared in accerdance
25X1 With | s in triplicate to the bead of the career servics

con head af the career service will retain one copy and will forward
the orizinal and one other copy to the Office of Personned.

SECTION A OENERAL - self-saplanatory

SECTION B ESVALUATION OF PERFORMANCE OF SPRCIFIC DUTIES
Tn ihls esotion the supervisor will 1ist the most important duties the employee
has performed during the reting period and will rate each duly separately, Duties
should be listed in order of iwportance., Ccapare when possible the individual
being rated with others performing the same duty at a similar level of respoasibil-
{ty. Twe individoals with the same Job title may be psrforming different functions
and should be rated on different duties., Very careful consideration should be
¢
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SECTION B (Contiaued)

given to the Msting of dutlss and the rating given sach duty becaude this section is
an important basis for tie swvaluation of the employee for future assignmerts, If the
Job requires maintaining files, say what kind; if it requires preparing contributions
to NIS chapters, say what chaptersy if it requires interviswing jeb applieants, say
whet level or what kind of jobe; 1f it requires conducting imvestizations, tell what
kind and for what purpose; if it requires 1iatscn sctivitiss, tell what kind and
with whomy if it reguires analysing reports or preparing reports, tsll what kind,
what subjects, asd for what purpose.

Examples: "Operates 1250 multilith press® —— not "operates press.”

*fypes ressarch reports having many tables® -- not *types.®

wServes as senior case officer for 7 {important current eperations uslng
knowledgs of French and Polish langusges® -- 2ot "senior case offigser.”

»Supsrvises second-line supervisors who direct economic research® -~
not *directs research.”

*Responsitle for processing fiscal, financial, and budget reports for an
operating braach of S0 pesple” -~ not “financial support.”

SECTION € EVALUATING OVERALL PERFORMARCE IN CURRENT POSITICH

Yr maETng this rating the supervisor should take into sceount the employee's econduct
on the job as well sas his performance oa all specifie job dutlies. EKach supervisor
will weigh these faclors mhhmnindsoutomhlstnmtmgutﬁchw
reflect an employes's value on the job, It is quite possidle for an individual to
be rated high on a number of specific dutiss and yet rated average or below on ever-
‘all perfermance because his conduct on the job interferes with getting the work done.
Conversely, & persen ¥ith relatively low ratings on certain specific duties may be
rated high ca overall job performance begause his conduct on the job facilitates the
work of the offics or Lecause of other personal qualities that he brings o the job.

m:ummmmummxymmmwm;aw, but should be
chescikked only when such ratings assist in the description of the individual, ™is
section is a good test of the supervisor's ability to obesrve his subordinates.

SECTION B WARRATIVE TESCRIPIION OF MANNFR OF JOB PERFORMANCE

T ihis section the supervisce describes the employes's demonstrated sbilities or
defictencies in the performance of his present job. Any relatively high or very
feow ratings in SEOTION® B, C, end D should be justified by supporting statements,
Ia addition, the supervisor my comzent here on any extenwating circumstances
which sffect the productivity and effectivensss of the enmployes.

SECTION ¥ CERTIFICATION -- Self-explamatory
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